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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The purpose of this study was to prepare a guide for planning state 
typewriting contests which may be used by administrators and teachers of 
business education. The guide is designed to serve the administrators 
and teachers who m~be contemplating a state typewriting contest. 
Justification of the PrOblem 
Typewriting contests have always offered an atmosphere of enthusiasm 
and excitement to the contestants. To the spectators, th~re is a 
memorable experience in seeing a typewriting contest. Typewriting 
contests definitely supply motivation for better typewriting standards, 
and offer a constant challenge for the better use of the mechanically 
improved electric and n~anual typewriters. 
When typewriting contests were first organized, their purpose was 
to promote sales of the typewriter manufacturing companies. With the 
use of the electric typewriter in competition, and the recurring 
successes of a few professional ~pists, the contests diminished in 
popularity. 
The value of sponsoring a state typewriting contest certainly is 
not limited to the objectives commonly associated with professional 
typewriting contests on the national or international level. Stansfieldl 
found further use of the state typewriting contests, as indicated in the 
following statement: 
lstansfield, Russell N., "The Place of Commercial Contests in the 
Secoooary Schools," The Balance Sheet, March, 1955, p. 293. 
The real rewards of a contest are not the cups and pins, 
but the enthusiasm aroused in students am teachers for increased 
ability as well as the benefits derived from the association with 
other schools of the state. 
The contest can be used as an instrument to encourage the 
growth of good sportsmanship, a characteristic that is desirable 
and vastly important in the business world. The contacts made 
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b;y the students and teachers and the spirit of friendly competition 
are effective rewards for their efforts. In many instances, those 
students who do not win places of honor in a contest receive far 
greater benefits than those who win. The attitude of effort and 
of doing the best the.y can, regardless of the odds against them, 
and realizing that only a few can be at the top are conducive 
to the development of highly desirable personal qualities. 
Further benefits of the state typewriting contest can be found in 
the effective pUblic relations which it can develop for the sponsoring 
and participating schools. There has been a growing stress upon better 
school-business-community relations during recent years, and the state 
typewriting contest is ideal in fostering such relationships. 
The state typewriting contest is simple to administer, and the 
writing machines continue to fascinate participating teachers and 
students. 
Montgome:ryl confirms the usefulness of the contest when he said: 
Contests are as useful as they ever were if teachers and 
pupils enter them with the idea of being the best in their 
respective classes. Doubtless, successful teachers delight 
to accept the challenge that comes from the announcement that 
a contest is to be held, whether on a state or a national 
basis. 
Andruss2 also favored the contest when he added: 
If competitive examinations are properly formulated and 
conducted, administrators, teachers, students, and those 
interested in research m~ · expect commercial contests to 
produce outcomes which cannot be otherwise obtained. 
~ontgomery, R. L., ttTypewriting Contests," The Journal of Business 
Education, June 1949, p. 23. 
2Andruss, Harvey A., Better Business Education, The Gregg PUblishing 
Compa~, New York, 1942, p. 3o2. 
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Delimitation of the Problem 
~JPewriting contests have progressed through many interesting phases 
since their introduction. Numerous international contests have been held. 
Hany national amateur and novice contests have also been held. This 
study is primarily concerned with planning a state typewriting contest 
for high school students. 
Although this study is confined to state typewriting contests, it 
is also useful in organizing other business education contests. It is 
the express purpose of this guide to supply the administrator arrl teacher 
with ideas to sponsor better business education activities. 
Organization of the Study 
This guide includes an introduction to the problem, a review of 
related literature, a chapter on planning the contest, a bibliography, 
and an appendix. 
The chapter on planning the contest is devoted to the detailed steps 
in organizing and operating a state type>·rriting contest. This chapter 
is divided into three sections: pre-contest plannir~, the contest day, 
and post-contest follow-up. 
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CHAPTER II 
REVIEW OF RELATED LITERATURE 
Typewriting contests have contributed greatlY to improving the 
operational efficiency of the typewriter. They have provided business 
educators with a group of tested typing techniques to use in the 
classroan. There is little dotbt that typewriting contes'ts have upgraded 
the standards of typing achievement in speed and accuracy. 
Clem1 made the following statement in explaining the increased speed 
of professional typists in 1947, a rate which is almost twice as fast as 
the record of Rose L. Fritz, winner of the first national championship 
in 19o6: 
This remarkable increase has been due to a better under-
standing of speed development, to more careful and intensive 
training of the operators, to the selection of operators 
better fitted for the training, to constant:cy- improved methods 
of training, and, finally, to admitting for competition the 
electrically operated machine, which, naturally, is capable 
of higher s J:.&eds than the manually operated ones • 
Many articles have been written about the effects of contests upon 
participating teachers and students. An interesting survey was made in 
1931 by Henderson2 to determine the attitude of schoolmen toward the 
state commercial contests. The results of the questionnaire favored 
the contests because they: 
1) provide a motivating force in promoting scholarship 
2 ) furnish a means of comparing achievement 
3) establish competition within classes 
lc1em, Jane E., Techniques of Teaching ~ewriting, Second Edition, 
Gregg Ptblishing Division, New York, 195~, p~lb. 
2Henderson, Pauline, "Ten Years of Scholarship Contests, n Teaching, 
Vol. 10, No • .3, Kansas State Teachers College, Emporia, 1931. 
• 
4) maintain interest in school at a time when interest general ly 
lags 
5) make students strive to surpass themselves as well as their 
classmates 
6) make students strive to surpass students of otl~r classes 
7) encourage students to t~ to surpass the requirements for an 
''An grade 
8) motivate the work of teachers 
9) cause students to check on sUbject matter not in the regular 
textbook 
10) serve to co mince parents that the schools are pushing 
scholastic achievement 
On the other hand, arguments have been voiced against commercial 
contests. Chen1 offered six arguments against contest awards. She 
stated that honors and awards: 
1) furnish artificial stimuli and fail to interest the students 
2) develop conceit and create a false sense of value on the part 
of the recipients 
3) emphasize the ends rather than the means for encouraging 
ability 
4) fasten attention upon the reward and detract from a permanent 
desire for improvement 
5) supply extrinsic motivation which is not likely to lead to 
an intrinsic love of commercial work 
6) give students the idea that participation in this type of 
activity should lead to some form of compensation 
5 
The interest in typewriting contests diminished after the Underwood 
International Typewriting Contest was dropped in 1930. However, in 1933, 
the International Commercial Schools Contest was organized by W. C. 
I1axwell. These contests were held annually until 1941, when they were 
dropped because of World War II. They were resumed in 1946, but were 
discontinued again after the 1947 contest. 2 
lchen, Shu-Kuei Carol, Honors and Awards in American High Schools, 
Hillside Press, 1933, p. 156. 
2 Clem, Jane E., op. cit., p. 218. 
Since 1947, typewriting contests have enjoyed a continuous, but 
moder ate, popularity among the high schools of the country. During t he 
spring of 1955, state type1v-riting contests were held in the folloHing 
six states:1 Florida, Louisiana, Missouri, New Mexico, West Virginia, 
and Wisconsin. 
On July 31, 1955, the first world championship competition in 
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typewriting of the 21st International Congress of Shorthand and Typewriting 
was held in Monaco, France.2 
Smith? summarizes the official typewriting contest recor ds in t he 
Business Education t-J'orld, as presented in Table I. 
The significant dates of typewriting contests as presented by 
Outland4 and Clen? are given in Tabl e I I. 
ll•Commercial Contests,tt The Balance Sheet, April, 1955, p. 370. 
2official Programme, Congres Nationaux et Internationaux de 
Stenographie et de Dactylographie, :Honaco, France, 1955. 
3smith, Harold H., 11 Holders of Typewri ting Records, 11 Business 
Education World, January, 1945, pp. 259-262. · 
4outland, Glen Oren, "A Study of Typewriting Contests,"· }laster •s 
thesis, The Ohio State University, 1933. 
5clem, Jane E., op. cit., p. 218. 
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TABIE I 
OFFICIAL TYPEWRITING RECORDS 
Record Holder and Class of Competition 
Novice--for 1-year students (15 minutes) 
IDRTENSE STOLLNITZ, Remington Standard ••••••••• 
1913 gross words, 1703 net words, 42 errors, 5-word 
penalty, New York, October 25, 1915 
Novice Open (20 minutes) 
HELENM. SAYER, Electromatic •••••••••••••• 
2785 gross words, 2575 5-stroke words, 21 errors, 
lo-word penalty, Chicago, June 20, 1941 
A:mateur--(30 minutes) 
MARGARET HJMKA, Electromatic • • • • • • • • • • • • • • 
4685 gross words, 4475 5-stroke wads, 21 errors, 
lQ-word penalty, Chicago, June 20, 1941 
GEORGE L. IDSSFIELD, Underwood Standard ••••••••• 
4563 gross words, 4363 actual words, 40 errors, 
5-word penalty, New York, October 15, 1917 
GRACE PHELAN, Underwood Standard • • • • • • • • • • • • 
4100 gross words, 3990 net $-stroke words, 11 errors, 
lQ-word penalty, New York, June 28, 1939 
Professional--(60 minutes) 
MARGARET HlMMA, Electromatic • • • • • • • • • • • • • • 
9316 gross words, 8916 5-stroke words, 40 errors, 
1Q-word penalty, Chicago, June 20, 1941 
AlBERT TANGORA, Royal Standard • • • • • • • • • • • • • 
9120 gross words, 8516 net 5-stroke words, 24 errors, 
lQ-word penalty, New York, October 22, 1923 
AIBERT TANOORA, Underwood Standard • • • • • • • • • • • 
8756 gross words, 8840 net actual words, 28 errors, 
10-word penalty, Chicago, June 20, 1941 
One-Minute 
MARGARET B. <MEN, Underwood Standard •••••••••• 
Actual words, no errors, New York, October 21, 1918 
Portable--(20 minutes) 
CORTEZ PETERS, Royal Portable. • • • ••••••• 
2388 gross words, 2308 $-stroke words, 8 errors, 
lQ-word penalty, Chicago, Jtme 20, 1941 
• • • 
Net Words 
a Minute 
114 
129 
149 
145 
133 
149 
142 
147 
170 
115 
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TABlE II 
SIGNIFICANT DATES OF TYPEWRITING CON'IESTS 
Event Year 
First typewriting contest for a world's championship 
held at the Normal School in Toronto, Canada,on 1888 
August 13 
Inauguration of the National Business Show and 
typewriting contest in Decenber 19d,. 
World 1s Championship Contest inaugurated at the 
National Business Show by Messrs. Cochran and 
Payne of New York . 1905 
Series of three world's championship contests 
inaugurated by the Eastern Commercial Teachers' 
Association 19o6 
First International Typewriting Contest sponsored 
by the Underwood Compaey 19o6 
First School Championship Contest in Boston, Mass. 1907 
First Amateur Championship Contest held at the 
National Business Show 1909 
Discontinuation of International Typewriting Contest 
sponsored by the Underwood Canpan;y 1930 
First International Commercial Schools Contest 
organized by W. C. Maxwell of Hinsdale (Illinois) 
High School 1933 
International Commercial Schools Contest discontinued 
because of the Second World War 1941 
International Commercial Schools Contest resuned 1946 
International Commercial Schools Contest discontinued 1947 
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CHAPTER III 
PLANNING THE CONTEST 
The purpose of this chapter is to outline the procedure in planning 
a state typewriting contest. The procedure is based upon the experiences 
gained from the New Hampshire typ~writing contests held in 1953, 1954, 
and 1955. 
The success of an event l~gelY depends upon the preciseness and 
thoroughness of its planning. In like manner, the minor details of a 
contest program require careful attention in order to insure a smooth 
functioning and interesting program. 
This chapter is arranged :tor ease of understanding in three sections: 
pre-contest planning, tl~ contest day, and post-contest follow-up. 
Pre-contest Planning 
The procedure of planning a state typewriting contest :from the 
inception of the idea to the day of the contest includes the following 
major steps: 
STEP 1: Determine the objectives of the contest 
STEP 2 : Develop a plan for financing the contest 
STEP 3: Secure approval of the plan 
STEP 4: Decide on the type of contest 
STEP 5: Estimate the size of the contest 
STEP 6: Select the location for holding the contest 
STEP 7: Schedule the date of the contest 
STEP 8: Formulate the committees and assign duties 
STEP 9: Send letters inviting the high schools to participate 
l c. 
STEP 10: Analyze the responses from the high schools 
STEP 11: Coordinate the work of the committees 
STEP 1: Determine the objectives of the contest 
10 
In order to gain cooperation and secure the necessary approval, it 
is essential to establish clear-cut Objectives for a state typewriting 
contest. These objectives form a fundamental basis for discussion of 
the plan with interested personS, and would permit the organizer to 
deterwine whether a state typewriting contest should be held in view of 
the circumstances. 
The writer suggests ten objectives for sponsoring a state typewriting 
contest: 
1. To stimulate more interest in typewriting in the high schools 
2. To promote higher typewriting standards of achievement 
3. To motivate in the classroom an interest in proficient 
typewriting 
4. To promote better school-business-community relationships 
5. To develop a social insight among the contestants 
6. To improve the pUblic relations of the sponsoring school with 
the participating schools 
7. To give teachers and students of business education an 
opportunity to organize and participate in a practical project 
8. To provide teachers and students an occasion to analyze and 
confirm their standards in typewriting achievement 
9. To inform parents and businessmen of the attainable standards 
in contest competition, which reflect the best work in the 
classroom 
1; 
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10. To develop teamwork among the contestants through recognition 
of the school with the highest score of two or more contestants 
STEP 2: Develop a plan for financing the contest 
Before securing approval of the plan, it is necessar.y to evolve a 
proposal to finance the contest. A written estimate should be made of 
the expenses for the prizes, entertainment, printing, luncheon, speakers, 
demonstrations, pUblicity, and informal receptions. 
The sponsoring school can seek various sources of financial assistance. 
Organizations which can help to raise funds and contribute prizes include: 
1. Business firms and associations in the state 
2. State teacher and professional organizations 
3. Typewriter manufacturing companies and dealers 
4. Business education book publishing companies 
5. Sponsoring school by own treasury funds or fee assessment upon 
the contestants 
STEP 3: Secure a,Eproval of the plan 
A state typewriting contest should have the approval of the state 
board of education. The sanction of the state board of education 
increases the possibilities of holding the event and gains better 
attention for approval by the administration of the sponsoring school. 
Helpful suggestions regarding the organization of the high schools, and 
the contest date can be furnished by the state board of education. 
There should be an attempt to gain further recognition of the contest 
by the state teachers' association, professional groups, and businessmen's 
organizations to add impetus to the event. 
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Finally, the organizer should clear the contest plan with the 
administration of the sponsoring school. Ways of financing and promoting 
the contest can be suggested by the administration. 
STEP 4: Decide on the type of contest 
The type of contest depends on the kind of contest copy and whether 
manual or electric typewriters are used. 
The kinds of contest cop,y include the straight-copy, art typing and 
problem typing, such as letters, tabulations and centering exercise~. 
Straight-copy tests are the most satisfactory to use in a state typewriting 
contest because they are the easiest form to proofread. The ease of 
proofreading is important if the results of the contest are announced 
on the same day. 
The New Hampshire typewriting contest program was planned to afford 
a maximum amount of time for proofreading of the contest papers (See No. 7 
in the appendix). 
With the increased use in the classrooms of electric typewriters, 
an all-electric tyPewriting contest is possible in the future. Because 
of the greater efficienqy of the electric typewriters it is not 
recommended that electric typewriters be combined with manual typewriters 
in contest competition. 
STEP 5: Estimate the size of the contest 
The size of a state typewriting contest can be organized to various 
proportions. The contest size is affected by the following factors: 
1. Number of high schools in the state 
2. Number of participants from each high school 
3. Available physical equipment at the sponsoring school, 
including typewriters, desks, and chairs 
4. Adequate facilities at the sponsoring school, including the 
contest room 
5. Amount of financial assistance 
The state education directory, furnished by the state board of 
education upon request, lists all the pUblic and private high schools 
in the state. 
The New Hampshire typewriting contest was organized into two 
divisions. One division included students with less than one school 
year of typewriting at the time of the contest and the other division 
included students with more than one school year of typewriting at the 
time of the contest. 
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The experience of the New Hampshire typewriting contests has shown 
that over 60 per cent of the participants desire the use of a typewriter 
of the sponsoring school. These typewriters should be of the latest 
possible model and should be in excellent mechanical conditi on. Desks 
and chairs of suitable construction should be provided for each 
contestant. If possible, the desk height should range from 28! to 30 
inches for use with a chair 18 inches high. 
The contest room should be large enough to accommodate the contestants 
in a comfortable arrangement. A suggested floor plan of the contest roam 
is given in the appendix (See No. 11). In this suggested floor plan, 
the ~ping statior~ are staggered to minimize distractions. The light 
source should be adequate and from the proper direction. A minimum light 
intensity of 50' footcandles should be maintained at all typing stations.1 
lAmerican Standard Practice for School Li hti , Illtmlinating 
Engineering Society, New York, 19 , p. 13. 
The required amount of financing depends upon the complexity of 
the program. However, an accurate written estimate should be made of 
the expenses for the prizes, entertainment, printing, luncheon, speakers, 
demonstrations, publicity, and informal receptions. 
STEP 6: Select the location for holding the contest 
The location of the contest should approximate the geographical 
center of the state to permit convenient travel for the participants 
and their friends. 
There are only ten states where a one-day contest program can be 
held where a majority of the participants in the state can travel by 
automobile in a 200-mile round trip to and from the place of the contest 
in the same day. These states are Delaware, Maryland, New Jersey, West 
Virginia, and the six New England states. It is the opinion of the wri. ter 
that 200 miles is a comfortable limit to drive within the same day and 
permit a worth-while contest program up to five hours. The states of 
Florida, Louisiana, Missouri, New Mexico, West Virginia, and Wisconsin 
held state typewriting contests during the spring of 1955.1 
STEP 7: Schedule the date of the contest 
The date of the contest should be selected after consideration of 
the following factors: 
1. Vacation periods of the :high scr10ols 
2. Scheduled events of the participating and sponsoring schools 
3~ Progress made by the participants during the school year 
4. Weather conditions 
1
ncommercial Contests," The Balance Sheet, April, 1955, p. 370. 
The state board of education can furnish accurate in:fonnation 
regarding the vacation periods of the high schools. The vacation 
periods, however, va:ry within the states and among the states. 
A careful check should be made of the events planned by the 
participating and sponsoring schools to avoid conflict in dates. A 
written notification is suggested for scheduling the contest date. 
The typing achievement of the contestants reaches the highest 
level toward the end of the school year and the contest should be 
planned in the spring of the year to capitalize on the accumulated 
skill of the contestants. 
Weather conditions are unpredictable. However, the hazardous 
driving conditions associated with early spring can be minimized by 
scheduling the contest at the latest possible date in spring. 
STEP 8: Formulate the committees and assign duties 
The details of contest planning can be handled efficiently through 
various committees. The contest manager will find it advantageous to 
form the committees as early as possible. 
The number of committees and the size of each committee depends 
upon the type and magnitude of the contest. The following are committees 
suggested by the writer to plan the contest: 
1. Rules Committee 
2. Letter Writing Committee 
). Registration Committee 
4. Proofreading Committee 
5. Social Committee 
6. Publicity Committee 
I~ 
7. Awards Committee 
B. Supplies Committee 
1. Rules Committee. This committee composes the contest rules . 
In constructing t he contest rules, the committee should consider the 
follo~~ng factors: 
1. Type of contest, with the number of divisions 
2. Length of the typing period 
3. Eligibility of the contestants 
4. Judging of the contest 
5. Type of machines permitted in competition 
An extract of the International Typewriting Contest Rules (See 
No. 2 in the appendix) and the Contest Rules of the New Hampshire 
typewriting contest (See No. 1 in the appendix) contain suggested 
contest rules . 
2. Letter \vriting C9mmittee. This committee writes the letters 
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to the high schools. The writer suggests ·lihe following letters: an 
invitation letter to the high school principal (See No. 3 in the appendix) 
enclosing a reply card (See No. 4 in the appendix) and a publicity card 
(See No. 5 in the appendix); a follow-up letter after the contest (See 
No. 13 in the appendix). 
This conmittee can delegate the responsibility of typing the letters 
and other mechanics to the typewriting and transcription classes of the 
sponsoring school. 
3. Registration Comwittee. This committee furnishes adequate and 
accurate information on the day of the contest to the guests, checks the 
completed registration roster (See No. 12 in the appendiX), registers 
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the participants, and distributes the contest programs. The distribution 
and sale of luncheon tickets can also be included in the duties of this 
committee. 
4. Proofreading Committee. This committee trains the proofreaders 
to use the contest rules, contest copy, and proofreading methods in the 
correct manner. 
The Manual of Style1 offers suggestions for proofreading m1ich can 
be used by this committee. 
Because there are usually many minor details involving typewriting 
errors, a thorough understanding of the contest rules is important. 
Major interpretations of the contest rules should be referred to the 
judges. There should be at least one proofreader for ever.y three 
contestants. 
The contest papers can be proofread in the following manner: The 
packets are opened by the proofreaders and the number on the outside of 
the packets is recorded on the top of each sheet with an additional 
syrnbol if the contest is held in two divisions. This number eliminates 
partiality in grading the papers and expedites the recording of the 
scores. The voluntary chairman in a room of proofreaders should read 
aloud the contest copy including the punctuation marks. Voice recording 
machines may be sUbstituted for repeated readings. On the face of the 
envelope the number of gross words, errors, and net words are recorded. 
All papers are then returned to the envelope. 
lA Manual of Style, The University of Chicago Press, Chicago, 1937, 
pp. 181-192. 
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5. Social Committee. This committee handles the luncheon 
arrangements, acts as hostess at all activities, guides the visitors on 
the campus, and takes charge of the entertainment program. 
Because the value of a state typewriting contest goes beyond the 
competition itself, the social committee can capitalize on the opportunity 
to offer a well-rounded contest progrrun in accordance with the chosen 
objectives. It is possible to plan a four-hour program between the 
final whistle of the contest and the announcement of the winners. 
6. Publicity Committee. This comrnittee writes the news releases 
for the local newspapers of the contestants (See No. 6 in the appendix) 
and the general news releases for the state and regional newspapers. 
It also handles the photography for publicity purposes, acts as a 
clearing house for all publicity concerning the contest, and plans the 
format of the contest program and the certificates of participation. 
The extent of the publicity depends upon the wishes of the planning 
committees. Extensive publicity may take the form of television releases 
and radio announcements. 
7. A1-1ards Committee. This committee coordinates the efforts to 
secure prizes and awards with the purpose of giving the participants 
adequate recognition. A suggested form of recognition is a "Certificate 
of Participatiorr1 given to each participant. (See No. 15 in the appendix.) 
This certificate is presented to all participants in addition to the 
prizes. Members of this committee type the necessary information on 
the certificates for distribution on the day of the contest. 
To stimulate higher standards in business education, the South-
Western Publishing Company makes available a1v-ards for state typewriting 
( c-(-; 19 
contests. In order to be eligible for the awards, the state typewriting 
contest must be open to all contestants within the state who are qualified 
for the various events, and must not be restricted to any particular area 
of the state. The following medals are awarded: 
1. A gold medal will be awarded to the individual first-place 
winner in each event. 
2. A silver medal will be awarded to the individual second-place 
1-rinner in each event • 
.3. A bronze medal will be awarded to the individual third-place 
winner in each event. 
4. In no case will more than one medal be given to any one 
contestant in any one event. 
5. In no case will one contestant be eligible for an award in 
more than one typewriting contest. 
6. There will be no medals given for team events, except when a 
team contest is used as the basis for determining the ranks 
of individual winners. 
Arrangements for these awards must be made by the contest manager 
~~th the South-Western PUblishing Company, 201 West Fourth Street, 
Cincinnati, Ohio, one month prior to the contest. 
B. Supplies Connnittee. This conrnittee handles the equipment 
necessary for the conduct of the contest including typewriters and their 
servicing. Other duties of this committee include selecting the contest 
copy, marking the envelopes containing the contest copy and paper, 
assembling the packets, securing the timing devices, and making 
arrangements for the sound amplifying equipment. 
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To expedite the work of this committee, a floor plan of the contest 
room should be used. (See No. 11 in the appendix.) 
The moving of typewriters, desks, chairs, and other equipn.ent from 
the classrooms to the contest room entails considerable physical labor. 
Sufficient planning is necessary to conduct this operation in the 
smoothest possible manner. The equ.ipn.ent should be conspicuously marked 
to expedite arrangement according to the floor plan and the proper return 
to the classrooms. 
Extreme care should be exercised in selecting the contest cop,r, with 
consideration of the following factors: 
1. Syllabic intensity of the cop,r 
2. Homogeneous difficulty throughout the copy 
3. Frequency of numbers 
4. Similarity of copy to the textbook material used by the 
high schools 
5. Occurrence of balanced hand drills 
6. Number of frequently used words 
The contest packet should contain four sheets of Bi x 11-inch paper, 
four sheets of Bi x 13-inch paper, one contest copy, and one pencil. A 
16-pound bond paper may be used but a 20..pound paper adds to the ease of 
handling. 
STEP 9: Send letters inviting the high schools to participate 
A practical project for the typewriting classes of the sponsoring 
school is the ~ing and mailing of the invitation letters to the high 
schools. Students enjoy doing a practical job and teachers should . 
utilize their efforts and interests. 
I I 
I 
The letters should be examples of good secretarial work. These 
letters inviting the high schools to participate establish the contact 
between the sponsoring school and the participating schools regarding 
the contest idea. (See No. 3 in the appendix.) 
The mailing of the letters should be timed carefully. The high 
schools should be given ample time to reply. The reply can be in the 
fonn of a postal card with the information arranged for easy return. 
(See No.4 in the appendix.) 
Furthermore, the letters to the high schools should be sent in 
relation to the date of the contest. In other words, they should not 
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be sent too early and thus require an indefinite answer when the deadline 
for returning the reply has passed. Normally, it has been found that 
two months before the contest is a suitable time to send out the first 
letters with the request that the postal cards be returned within two 
weeks. This permits a total of one and one-half months for the committees 
to complete the necessary arrangements contingent on the responses from 
the high schools. 
STEP 10: Analyze the responses from the high schools 
When a majority of the postal card replies have been received, the 
responses can be tabulated. From this information a list of high schools 
may be compiled to send a second letter, if necessar,y, requesting the 
postal card. 
The responses from the high schools can furnish essential information 
to develop the contest plans more fully. The informat;ion can be used to 
complete the format of the program and the certificates of participation. 
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STEP 11: Coordinate the work of the committees 
The number of committees indicate the complexity of the organization 
and the need for careful coordination by the conte.st manager. The 
contest manager as an ex officio merrber of the committees has an 
important responsibility to simplLr,y the work of the committees. He 
can also offer suggestions which would help in the progress of planning 
and can act in the liaison capacity between the committees and interested 
administrators and teachers. 
The Contest Day 
The test of the effectiveness of the pre-contest planning comes on 
the contest day. All details t hat can possibly be planned and assigned 
should be done before the day of the contest. 
Major considerations on the day of the contest include the 
following: 
1. Parking for the automobiles of the guests 
2. Transporting the type1-n-iters from the automobiles to the 
contest room 
3. Registration procedure 
4. Promptness in starting the various activities 
5. Sufficient guides for directing the visitors 
There should be adequate parking facilities for the automobiles of 
the guests near the contest room. Because the average typewriter weighs 
approximately 35 pounds, the proximity of the parki.."lg area to the contest 
room is :illlportant. Adequate arrangements should be made to help the 
visitors transport the typewriters from their cars to the contest roam, 
and in the reverse direction after the contest. 
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Typing station numbers can be assigned before the day of the contest 
to help the participants. With this information, the typewriters can 
be transported directly from the cars t o the typing stations without 
checking at the registration desk for the number assignments. 
The number assignments may be based on an alphabetical listing 
of the schools and correspond to the numbers on the packets containing 
the contest copy. 
The registration procedure should be smooth and infonnative. Final 
instructions to the contestants (See No. 10 in the appendix), programs, 
and luncheon tickets can be distributed by the Registration Committee. 
A guest book can be provided at the registration desk as an added 
record. 
Adequate personnel should be available for assisting the contestants 
with questions regarding the contest program. Sufficient quantities of 
paper and practice copy should be on hand for the warm-up period. 
The contest should start promptly on time. The judges may also 
serve ·as the timers. It is advisable, if possible, to have a clock with 
a dial visible to the spectators. The signal for starting and stopping 
a contest is usually a whistle, but a bell or buzzer or a:rry suitable 
signal may be used. 
The contest packet containing the paper, contest copy, and pencil 
should be distributed a few minutes before the start of the contest. 
Contestants should be instructed not to open the packets until instructed 
to do so. They should be given time to reset the margins of their 
machines and to make a pencil mark near the bottom of each sheet to 
signify that they are approaching the end of the sheet. A p~sical 
check by the judges and contest manager should be made of each typing 
station just before starting the contest to see that the typing desk 
is steady and that the typewriter is in operating condition. It is 
suggested that a typewriter repairman be on hand to remedy any last 
minute machine difficulties before the start of the contest. 
Immediate~ after stopping the contest, the contestants should be 
instructed to place all sheets in the envelope and to sUbmit the 
envelope to the judges. All envelopes should be coded by number 
corresponding to the number of the typing station. This coding 
eliminates partiality in grading the papers, improves the handling 
of the papers for proofreading, and aids the recording of the results. 
After the typewriting contest, it is possible to plan an interesting 
program according to the objectives desired. The program can include 
a demonstration of typing skill by a world champion, a panel discussion 
on the work of secretaries, a luncheon, a tour of the campus of the 
sponsoring school, speakers on typing techniques or an informal 
reception where the prizes are presented. 
Post-Contest Follow-up 
The results of the contest should be sent to the participants, 
either on a request or non-request basis. These results can be recorded 
on a 3x5-inch card (See No. 14 in the appendix) arrl sent as an enclosure 
to the follow-up letter addressed to the principal of the participating 
high schools (See No. 13 in the appendix). 
The conroents made by the participating teachers and students are 
helpful. in planning future contests. Some comments :expressed following 
th~ New Hampshire typewriting contests were: 
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"This event not only proved fruitful from a scholastic point of 
viewbut it gave our representatives the opportunity to enjoy a 'Perfect 
Day•. May we look forward to the New Hampshire typewriting contest next 
year. 
'tWe wish to express our appreciation for the privilege of visiting 
your College recently during the typewriting contest, for the luncheon, 
and for the Certificates of Participation. It was an experience we 
shall always remember, and we hope it can become an annual event. 
ttEach of the girls enjoyed their day, both as participants in the 
contest and as guests of the College at the luncheon. They also enjoyed 
the privilege of meeting other high school boys and girls. I am sure 
they were sufficiently stimulated to be participants again next year. 
May I, on behalf of the high school and the girls, thank you for 
extending to us the invitation to be a part of such a worth-while 
event. 
"Needless to tell you, we enjoyed our visit on the occasion of 
the New Hampshire typewriting contest. The friendly atmosphere at the 
College was an important factor in making our trip most agreeable. If 
conditions permit, we hope to attend future contests. 
11We wish to s:press our appreciation for the courtesies extended to 
our group at the recent typewriting contest. Everyone thoroughly enjoyed 
the contest program, the delicious luncheon, and the tour of the campus. 
May we add our congratulations to those you have alreaqy received for 
sponsoring this very successful event." 
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CONTEST RULES 
THE THIRD ANNUAL NE'w HAHPSHIRE TYPEWRITING CONTEST 
COLBY JUNIOR COLLEGE 
April 23, 1955 
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ELIGIBILITY: Any secondary school or acade~ in the state of New Hampshire 
TYPffiVRITER: 
NA TF....RIAL 
AND 
EQUIPNENT: 
LENGTH OF 
TYPING 
PERIOD: 
JUDGING 
OF TEST: 
offering a course in t ypewriting may enter one contestant each 
in the junior and senior divisions. The j unior division will 
include students with less than one school year of typewriting 
instruction at the time of the contest; t he senior division 
will include students with more than one school year of 
instruction at the time of the contest. All participants 
in the First and Second New Hampshire Typewriting Contests 
held on April 25, 1953, and April 24, 1954, respectively, are 
eligible to compete . 
Only manual type~ITiters may be used in the contest. Contestant 
may bring his mm typewriter, or if contestant chooses, the 
college will furnish a Royal typewriter, Model HH or KMG, with 
elite type. 
The material used in the contest is the Gregg typing test. The 
college will supply the test copy, typewriting paper, classroom 
typing desk, and chair. 
The typing period for each division shall be fifteen (15) minutes 
in length. 
The contest papers shall be evaluated according to the International 
TYPewriting Contest Rules. The winners shall be determined by the 
number of net words a minute . The Faculty Committee of the contest 
will serve as a board of judges, and their decisions shall be 
final. 
EXTRACTS FROM INTERNATIONAL TYPEWRITING CONTEST RULES 29 
Material to be written should be examined to see that the pages are 
in proper order. Failure to do this '!ill not be con3idered in the result. 
Headings and titles are not to be written> 
Do not follow copy line for line as pri~ted~ {See Rule No~ 2.) If 
bold-face type or italics appear in the print~d matter, the words should 
be written as though they were printed in ord:i.rrary type. 
A pencil mark may be used to show the contestant that he is nearing 
the end of the sheet, but it must be made in a way that will no~ interfere 
with the proper correction of the work. An er~or should be checked by a 
complete circle around the word in which it occurs. 
Write on only one side of the paper, unless a sufficient supply has 
not been provided. 
Every contestant must stop the instant time is called regardless of 
whether a word is finished or not. 
1. Line Spacing. Work must be double-spaced-- 11 two notches.," 
Every line wrongly spaced is penalized one error in addition 
to all other errors in the same line. 
2. Len,e:th of Line. Except at the end of a paragraph, any line 
having fewer than 61 or more than 76 characters and spaces 
is penalized one error in addition to all other errors in 
the same line. 
3. Length of Page. With paper Si by 13 inc~~si each page, 
except the last, must have at least 35 i~~e~ of writing; 
with paper Si by 11 inches, each page, except the last, 
must have at least 29 lines of writing. One error is 
charged for a short page---not one error for each line 
that the page is short o 
4. Pa.ragraphing~ Paragraphs must be indented five spaces, 
and only five. An error in paragraphing is penalized 
in addition to all other errors in the same line. 
5. Space~ and Punctuation Points. A space and a punctuation 
point are treated as parts of the preceding word; but if 
they are incorrectly made, inserted, omitted, or in any 
manner changed from the printed copy, art error must be 
charged unless the preceding word has already been 
penalized. 
6. Spacing ~ Punctuation. If punctuation is followed 
by a quotation mark, the spacing follows the rule laid 
down for the punctuation point. 
After a period used to denote abbreviation, one 
space is required; unless the abbreviation ends a sentence. 
At the end of a sentence, the final mark of punctuation 
is followed by two spaces. 
-·- ...... 
.. 
Page 2 
Contest Rules 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
The Dash, A dash must be written with two hyphens, without 
spacing before or after . If a dash is necessary, at the 
beginning of a line, there should be no space be~ween it 
and the following word. 
Cut Character so &'1y word written so close to the top .? 
bottom~ cr side of a sheet, that a portion of any letter 
is cut off, must be penalizeda 
Words Wrongly Divided. A word wrongly divided at the end 
of a line must be penali~ed. A word hyphenated at the end 
of a line in the printed copy may or may not need the hyphen 
if it occurs medially in the contestantls work. For instance: 
"Devilfish" might be hyphenated at the end of a printed line, 
but if ~t appears medially, the contestantts rendering is 
not wrong if it conforms to any standard dictionary. 
Faulty Shifting. If only parts of the proper character 
appear, an error is charged, If the complete character 
is discernible, no error is charged. 
Lightly Struck Letters. If the outline of any character 
is discernible, there is no error. 
Transposition, Letters transposed in any word constitute 
an error. Words transposed are penalized one error for 
the transposition; additional penalties are imposed for 
errors in the transposed words. 
Rewritten Matter. In rewritten matter every error must 
be penalized, whether in first or second writing, and one 
additional error must be charged for rewriting, 
14, Words Omitted. (See Rule No. 23.) 
15. Words Inserted. {See Rule No. 23,) 
16. Crowding. No word shall occupy fewer than its proper number 
of spaces. 
17. Piling. If any portion of the body of one character overlaps 
any portion of the body of another character, or extends 
into the space between words to the extent that it would 
overlap any portion of the body of a character were there 
a character in that space, an error must be charged, 
18, Left-Hand Margin. Characters beginning all lines, except 
the first lines of paragraphs, must be struck at the same 
point of the scale. If one is printed to the left or rignt 
of that point, an error must be charged, 
19 . Erasing. The use of an eraser is not allowed, 
I 
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:O;JOO~X}:J~..OQ-~O'"JO~:tC<.XX:Ktr'A}:iOQOC-.r~:f.:.~ 
~OCCw~CS:{X}.:X}~:X:JOCtOt:.:Ct\Ai--~JCC}G:o\i{ 
}~X}=\:j{JOOOOQI~XXJ~GUOOQi};:JC}:itX~""X 
Your school is imrited to sen::J. t .jiQ z·e;,·:.n·e:sent:lt:hres "i:. !) t:::.i;·:~ ):?':t. :~r.~ 
this event, t>rhich Hill occu:r 0~1 Sc.t.u:rc:1ay, April 2:5: 19~.:-:.1 2::.:. 1.0 ~t •. m ... 
a t C'1lby Junior College: .. 
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AlJ. contestants 'H.t 11 D~ gue sts of the r-::o11eg:3 o.l~ (~ .llE.1Ci1C".0\i f:: :U:::ng ::. n:.; 
t.l!e contest on Sa~tuz-daj7, F&""'lend.s of t.i: .. e visit.e):~·~:~ ~~ ;:·a t ":~:: .. co:Jc, :Jt!:: 
if they desh•e,; 1unchec·n t:rill t-e p~:-ovi de:d fer ·chen clt i?l nr..cn~ 
As a grand prize, a Rosal porc.o:~ble: typc·.-IT:i. te:-- 1:1 ~21 i:;{; T~c~c;::;\n{;.r:;·:'. ·c.-;;; 
the high~st scoz-ing co1-:;t(-~st~mt. In o1Cl.di tion 'i~h:;:3e p;;:'i7;.s:; ·lr=. :u. h~ 
gli.ven: 
First pr'lze 
Secorrl I)J~:ize 
-r·r1i~:ci pl~ize 
Jun::.,:;:-
Div5. ;1i cm 
l'Je arq; planning 'co ha.ve Hi th tW a t.ypi ;;?:; of Ho~~:.(~ :rc£DEn 
demonstratio!lo 
You ~s i 11 he int~:rE:!s ·t~ed, t.re k1101.r ~ i n t~~h:i~1g pa1'"·t J.n tJ ~j.~ ·~··! 7P2~:-~:l ·C1::g 
exiJerinu:nt . P -tea.~~e 1:ett11"n the enclosed J'ost c~;M~ci. !'J)" , 
so t.bat He m::1y hGve the infc.1:rmati on needed to c<xlp1e·i:-e=o7i:'::~~i)I1.1:ti~i~---
The Second New Hampshire State Typewriting Contest 
Colby Junior College, New London 
April 24, 1954 
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Our school fwiri1~ot ~ part icipate in the typewriting contest: 
Junior Divis ion (Please check either 
Senior Division · or both divisions.) 
Please furnish typewriters for our use in the contest. 
In addition to the contestants 
a.t t he luncheon . 
guests :Will be present 
Signed ----------------------------
. ,. 
' . School 
City or Town 
5 
Your school is justly proud of your contestants and we 
are eager to see that they receive recognition in your 
•local paper for participating in the second New Hampshire 
State Typewriting Contest. Will you help us by providing 
the information requested below and return:i,ng this card. 
Thank you. 
JUNIOR PARTICIPANT 
Gretchen Goodwin 
Director of Publicity 
Parents' name -----------------------------------------
Address~~-· ~~=-----------------~No. of years typing __ _ 
SENIOR PARTICIPANT 
Parents' name -----------------------------------------
Address ____________________________ ~No. of years typing __ _ 
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HEJJS R.f~U!.\SE 
Het-1 London, VJ .. H.·--
HiH send t~w ~cep:re ~Jentat:i.ves to compz t.c in the H rst Ns: 
1)0A1SOJ.'c~d by 
• . ~·-Q~~,.,_._,._.._,..._~ .... -~<c--=:...s.= 
year typing cl~ss at Schoo~ in th-:: 
son o ·; 
second year typing class. 
state~ 
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Program 
The Second New Hampshire Typewriting Contest 
April 24, 1954 
Colby ] unior College 
New London, New Hampshire 
8 
J UNE, 1954 
Gregg Typing Tests 
AWARDS. Students to qualify on the t ests according to the Gregg Credentials-Pla n 
should submit their p apers through their ins tructors, accompanied w i th ten cen t s 
for the certifica te a ward- fifty cents for Senior O.A . T. p i n award. 
Ty pe t h e Speed Tes t ONCE ONLY , at 25 w ords a minute or more, w ith s e ve n o r 
l ess errors t o be eligible for the Certificate . 
TYPING SPEED TEST-15 MINUTES 
NOTE. Use d ouble sp acin g. R epea t fro rn t h e b eAinnin A, i f n ecessary, u ntil end of test p eriod . To co m -
p u te speed, n o t e th e numb er i ndica t e d a t th e e nd of t h e la s t l ine yo u c op y completely an d a d d 1 for 
each a ddi t z."onal 5 s t rokes typed . To ~e t t he Aross speed, divide total by n u mbe r of minu tes; or, to get 
net speed, sub t ract 10 f or each error before d ivid i n g by n u mber of minutes. 
VACATIONS w o rd s 
No matter how much we enjoy our work or our friends, we 11 
look forward to getting away from family duties and office 23 
routine, if possible, and to making new friends and having new 36 
experiences. Some look upon a· vacation as a time for rest, 48 
others prefer more activity and plan to do unusual things or 60 
to go somewhere on a trip. This theory of vacations is entirely 73 
sound. Without a complete change in his daily life, one can 85 
easily get into a rut in his thinking and in his way of doing 97 
things and thereby lose all ambition and initiative. On the 110 
other hand, traveling in foreign countries, where ideas and 122 
customs differ, allows a p~rson to broaden his thinking by a 134 
study of these differences. After one compares and considers 146 
them and understands them better, they may even give him 158 
new ideas. A comparison of working and living conditions 169 
may help one toward a better appreciation of his position or 181 
employer. 184 
Any consideration of travel must include how much time can 195 
be devoted to it, and- probably far more important-what pro- 201 
vision can be made to finance it. These two things also determine 22 1 
how far one can go and what is to be the method of travel. 233 
For those who have little time but enough money, a trip by 245 
plane is recommended because it will give them more time 256 
at their destination. Those who have more time than money 268 
will need to spend additional time in actual travel. Some 280 
even prefer to go by boat or train because they say the journey 292 
is more restful. Travel by bus, provided you do not go too far 305 
36 
9 
JUNE, 1955 I . 
Competent Typist Test 
Use double spacin g in typing this test . 
( To compu t e speed, n o te th e n u mber indicated at t he e n d of t he last line y ou cop i ed c o rnple t ely 
and add I for each a dditio n a l 5 strokes typ e d . T o Aet t h e Aross sp eed , d ivide t ota l by number of 
minutes; or, to Aet net sp eed, s ubtrac t 10 f o r each error b ef o r e d iv idinA by number of mlnutes .) 
HAPPINESS Words 
Our forefathers believed that the pursuit of happiness 11 
was one of the inalienable rights of men. They did not . 22 . 
guarantee that one would find it, for the word pursue means 34 
"to follow with a view to reach, accomplish, or obtain." 46 
Neither did they attempt to describe the means of obtaining ss 
it-that was left for each individual to decide for himself. It 71 
is quite natural, then, that the idea as to what con~titutes 83 
happiness, as well as the means of realizing it, should differ 96 
as widely as the people who pursue it. 104 
Some would say that happiness is success, for to succeed 11s 
is to attain the desired end or goal. To succeed in one's call- 128 
ing or business is undoubtedly a worthy ambition. It shows 140 
that one is interested in his work and gives it his best efforts. 153 
But there are degrees of success. If one is satisfied with sue- 166 
cess in proportion to one's abilities, it can be a source of 178 
pleasure; but, if one aspires to nothing less than the first 190 
place in his field and does not have the ability to achieve it, 203 
he can be very unhappy indeed. Even the one who is con- 214 
sidered most successful in his field has no assurance that he 226 
will keep that rating, for others are constantly working for 238 
recognition and may , displace him within a short time. To 250 
hold the highest place .in anything requires much hard work; 262 
you cannot reach the heights and then drift along. How sue- 214 
cess is attained can be important, too, for , if one has sacri- 286 
ficed health or honor or friends to secure it, it may become 298 
a useless thing, in no way worthy of the greatest effort. 310 
Many people measure success by the amount of money a 321 
man has, so they make every effort to amass a fortune. 332 
Others say that it is not so much the money they want as the 344 
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THE THIRD ANNUAL NEVI HAMPSHIRE TYPEWRITING CONTEST 
Colby Junior College -- April 23 1 1955 
OFFICIAL SCORE 
Contestant No. in the Division 
Total Gross Words Errors 
To determine the net words per minute according to 
the contest rules: 
1) multipiy the number of errors by ten (10) 
2) deduct this product from the total ~ross words 
3) divide the rema inder by 15 (minutes) 
15 
This certifies that of 
has competed successfully in the 
Third Annual New Hampshire Typewriting Contest for secondary 
schools and academies at Colby Junior College in New London, New 
Hampshire, and has demonstrated ability to type for fifteen minutes 
in accordance with the International Typewriting Contest Rules. 
In Testimony Thereof this certificate is awarded on the date of the 
contest, this twenty-thhd day of April, 1955. 
illnlhy 3Juntnr Qlnllrgr 
Director, Secretarial Science Department 
